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POLI CE COMMUNI CATI ONS OFFI CER

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This <class enconpasses responsible entrance-level work in
operating police comruni cati ons equi prment, keeping records, and
other duties in the conmunications center of the police
departnment. Enployees of this class answer police tel ephones,
di spatch police wunits, and keep sinple records of these
activities follow ng department procedures. Duties of this
class are non-supervisory in nature and require the ability to
act independently following standard operating procedures.
Pol i ce Communi cations Officers report to and have work revi ewed
by a shift supervisor, which nay be a Police O ficer First Class
or a Police Sergeant.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Takes conplaints from citizens, either in person or over the
t el ephone, and obtains as nuch information as possible. Enters
al | conplaints and related information into conputer.
Di spat ches police unit follow ng departnental procedures. Keeps
track of the location, tine, m|eage and status of each unit at
all tinmes. Relays information or answers questions which cone
in by radio fromfield units.

Operates control board for individual pocket pager system to
call designated officers when necessary. Operates teletype and
conputer to send or receive nessages. Calls state police or
ot her | aw enforcenment agencies by phone or radio to send or
receive messages concerning auto |icenses, drivers |icenses,
runaways, or other related matters. Wat ches or listens to
equi prent which registers burglar alarnmns. Li stens to other
radi o frequenci es such as sheriff's departnment, state police, or
fire departnment, as required by departnent policy, to keep track
of activity in area covered. Notifies special units or agencies
desi gnated by departnment procedures in special or emergency
situati ons. Answers 911 energency calls and dispatch police
officers as required, and transfers fire emergency calls to the
fire departnent. Answers all police departnent non-enmergency
t el ephones. Tests radios in police units on a set schedul e by
sendi ng and receiving nmessages.

Conpi |l es and anal yzes data needed for reports. Keeps records

and wites reports required by the Conmunication Division.
Wites letters in answer to witten or oral requests addressed

RA 04-10-00



PCMO page 2 of 2

to the Communi cations Division or as needed to handl e probl ens
or to address other needs of the Comrunication Division.

Performs rel ated duties as assigned.
QUALI FI CATI ON REQUI REMENTS

Unless_othermﬂse soecified. all requirenents nust be net before
adm ssion to exam nation.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Bef or e appoi nt nent, nust pass a medi cal exam nati on prepared and
adm nistered by the Appointing Authority, designed to
denonstrate good health and physical fitness sufficient to
perform any required duties of the position.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must be no |less than nineteen (19) years of age immediately
precedi ng the closing date of application to the board.

Must not be over forty-five (45) years of age immediately
precedi ng the closing date of application to board.

Prior to beginning work in this class, nmust obtain and maintain
a valid Louisiana driver’s license.
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